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Berkeley High Student Club Flowchart 
 
Here is a flowchart for a few of the more frequently requested club activities. Forms 
mentioned in this flowchart are available in the BHS Club Handbook.  
 

 
  



 Club Forms and Procedures 
 

Club Registration: All clubs must complete a new club registration form each year and get approval 
before holding any formal meetings. The Executive Leadership team must first approve of the club and 
then the Director of Student Activities during weekly meetings. This may take up to two weeks. 
Announcements will not be read over the PA for clubs without charters. Forms are available in this 
packet as well as on the Leadership website. The deadline to create a new club is the end of the first 
semester. 

 
Club Constitution: Any new club that did not exist the previous year must complete a Club Constitution 
and submit it to the Leadership Office or Director of Student Activities. Forms are available on the 
Leadership website so that you can edit it electronically. This document outlines the structure of the 
club, how it operates, and other club policies. NOTE: For 2016-17, all clubs will need to create a 
constitution. 

 
Club Minutes: Minutes must be recorded when official business is discussed and decided. All issues 
dealing with money, either deposited or expensed, must be recorded in the minutes; a copy of these 
minutes must be turned in to the Leadership Office. Your club secretary should keep a copy of these 
minutes for your records. Included with the minutes is an attendance record that must be completed 
as well. 

 
Club Binder: Each club will need to keep a binder to organize all of the paperwork associated with 
running a student club. The ASB Leadership team will ask for copies of your Club Constitution, Club 
Registration form, meeting minutes, a updated list of members, fundraising efforts, spending among 
other documents on a quarterly basis. Please keep your binder updated and be ready for each quarter 
club report. (Consider keeping a folder in Google Drive for all minutes, forms, lists, etc.) 
 
Revenue Potential Form: All clubs planning a fundraising activity must complete a Revenue Potential 
and Fundraising Recap Form for each event. Both must be turned into Mr. Villavicencio’s mailbox or 
the club box in the Leadership Office at least two weeks in advance. These forms may be obtained 
from either the Leadership Office or from the club/activities tab on the Leadership website. See the 
Fundraising Guidelines part of this packet for more information. 

 
Finances  
ALL money raised or collected for your club must be deposited into a club account in the Finance 
Office. You MAY NOT collect money and use that money to purchase any items. The money MUST go 
through the ACCOUNTING office in D173.  
● To set up a club account, each club must have a registration form and club constitution on file 

before setting up an account in the ASB Accounting/Registrar’s Office in D173. 
● Clubs will be charged a bookkeeping fee based on the total amount of money processed by the 

ASB Accountant. Please note that as of May 2016, all student groups and clubs are charged a 10% 
accounting fee for each deposit. Checks cannot be written “on-the-spot;” Please allow a minimum 
of 72 hours for processing once the proper forms have been submitted and approved.  

● Classes/Clubs must write receipts for all monies received when the amount is $15 or more, or 
when selling merchandise other than food. 



 

 

● Purchase Requests, Fundraiser Approval Forms, Expenditure Forms, and Reimbursement Forms are 
to be used for all purchases. These can be obtained from the ASB Leadership website, but only if 
the organization has sufficient funds in its account. 
○ Purchase Requests, Fundraiser Approval Forms, Expenditure Forms, and Reimbursement Forms 

must be approved by the class/club advisor, the ASB Leadership, and the Administrative 
Council before a purchase is made or a fundraiser takes place.  

● All invoices must be signed by the class/club advisor and submitted to the ASB Leadership, who 
will in turn submit it to the ASB Accounting office. 

● If you plan to spend any funds from the club account, you will need to hold onto any original 
receipts and use a Money Request Form in order to demonstrate approval. If this is a 
reimbursement or purchase order, please also complete an ASB Requisition Form which will be 
available in ASB Accounting office.  

 
Allowable Expenses 
Anything purchased by a district must be in compliance with the law and local board policy, and 
cannot be considered a gift of public funds. Because ASBs are part of the district, ASB organizations 
must follow the same laws and local policies, as well as ensure that the funds are spent appropriately. 
The principal/school administrator and ASB advisors are responsible for ensuring that ASB funds are 
used to purchase goods and services that promote the students’ general welfare, morale and 
educational experiences. In general, ASB expenses that meet these criteria are allowable if they are 
directly linked to the students’ benefit. With few exceptions (such as awards and scholarships, which 
are discussed later in this chapter), ASB expenditures will benefit a group of students rather than 
individuals. 

 
Questions to ask when deciding whether or not an expense would be allowable include the following: 

● Will the expenditure be used to promote the general welfare, morale and educational 
experience of the students? 

● Have the students agreed to the expenditure before it occurs?  
● Will a group of students benefit? 

 
Students should be the primary authority that decides how the ASB funds are spent. This helps ensure 
that the interests of the students are protected. Questions often come up about whether an item is an 
appropriate use of ASB funds. In these instances, please contact the Director of Student Activities or 
administrator who will contact the appropriate staff in the district business office for guidance. 
 
Fundraising 
● While it is important for clubs to fundraise to raise money for their club, it is also important that 

each club follow the guidelines below.  
● All fundraising must have prior approval of the ASB Leadership and the Administration. 
● All Board policies regarding the handling of money and student activities must be followed. 
● At the conclusion of any fundraiser, money must be turned in to the Finance Director with a 

deposit slip. 
● Sales are limited to those approved and placed on the school’s activities calendar by the Assistant 

Principal and/or ASB designee. 
● Participants in school-approved candy sales, car washes, and similar fund-raising activities are 

prohibited from standing in roadways and/or medians of roadways. 
 
The following fundraising activities are PROHIBITED:  



● Raffles or games of chance which require money for participation 
● Rides-mechanical or animal 
● Car washes on school premises 
● Use of darts or arrows 
● Objects thrown at a live target 
● Water dunk tanks 
● Destruction of old cars or similar objects by hammers, etc. 
● Sales of cosmetics, used jewelry, or used clothing; manicure or makeup booth or Rental or 

District-owned equipment or facilities to outside groups 
● Trampolines 

 
● If the fundraiser includes food,  then it must also be approved by the head of the BUSD Executive 

Chef, Bonnie Christensen bonniechristensen@berkeley.net, and must follow the state law on food 
sales in schools with thirty (30) days advance notice. Under NO circumstances can food be sold on 
campus that the cafeteria already sells or that does not meet the health requirements set forth by 
the state (ex: candy or home-made food). Fundraising with foods and beverages is allowed in 
California schools. However, foods or beverages sold as a fundraiser to students on school campus, 
during the school day, outside of the school meal program must comply with the state and federal 
competitive food or beverage restrictions. Fundraisers or sales of noncompliant foods or beverages 
are allowed when sold to adults or outside of the school day. Fundraising activities that take place 
outside of school, such as cookie dough or frozen pizza sales, are exempt from the nutrition 
standards. Distribution of order forms and foods not intended for consumption at school may 
continue.  

 
The following guidelines are effective from midnight to one-half hour after school and applies ONLY to 
food and beverage sales by student organizations.  
1.    Up to three categories of foods or beverages may  be sold each day ( No soda or chips are 
allowed). 
2.    Food or beverage item(s) must be pre-approved by governing board of school district. 
3.    Only one student organization is allowed to sell each day. 
4.    Food(s) or beverage(s) cannot be prepared on the campus. 
5.    The food or beverage categories sold cannot be the same as the categories sold in the food 
service program at that school during the same school day 
6. In addition to one student organization sale each day, any and all student organizations may 
sell on the same four designated days per year. School administration may set these dates.  
 

For more information on competitive food guidelines, please visit the California Department of 
Education on this topic website http://www.cde.ca.gov/ls/nu/he/compfoods.asp  

or the Alliance for a Healthier Generation website.  
https://www.healthiergeneration.org/live_healthier/eat_healthier/alliance_product_navigator/bro

wse_products/?product_category_id=720 
 

For more information on fundraising or appropriate accounting procedures, please visit the 
Financial Crisis & Management Assistance Team (FCMAT) online manual. 

fcmat.org/2015-asb-accounting-manual-fraud-prevention-guide-and-desk-reference/ 
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How to Get a Purchase Approved 
● If your class or club needs to buy items you need to fill out a Money Request form and attach 

invoice or purchase order. 
How to Get Reimbursed 

● If items need to be bought for a class/club from someone’s personal funds the purchase needs 
to first have been pre-approved by the . See “How to Get a Purchase Approved” for additional 
details. Once a purchase has been pre-approved, the items needed may be bought. The person 
who used their personal funds to buy the item(s) then needs to fill out and submit a 
Reimbursement Approval Form to the ASB Leadership with any and all related receipts, 
invoices, and shipping receipts attached. Once the ASB Leadership has reviewed and approved 
the Reimbursement Approval Form it will go to the ASB Accountant, and he/she will cut a 
check for the approved amount. 

 
How to Get a Check for A Vendor 

● If items need to be bought from a vendor for a club/class the purchase needs to first have been 
pre-approved by the ASB Leadership. See “How to Get a Purchase Approved” for additional 
details. Once a purchase has been pre-approved you may submit a Request for Expenditure 
form to the ASB Leadership for approval. Once the ASB Leadership has reviewed and approved 
the “Request for Expenditure Form” it will go to the ASB Accountant, and he/she will cut a 
check for the approved amount to the designated vendor. 

● To expedite the process you may submit the Request for Expenditure Form with the Fundraiser 
Approval Form/Purchase Request Form. 

 
Calendar 

● The school activities calendar must show all sales and activities. 
● Facility requests must be made at least two weeks in advance. Theater requests must be made 

at least one month in advance. Note that theater spaces are heavily used and may not be 
available. 

 
Student Bulletin Announcement  
All student bulletin announcements must be sent from your club sponsor to 
johnvillavicencio@berkeley.net by noon of the previous day of the announcements. When sending the 
request, please specify the days of the announcements that are to be read. Please have your sponsor 
put “PA Announcement” on the subject line of the e-mail. (Note: No announcement will be read more 
than twice a day and announcements are only read on Mondays, Thursdays, and Fridays.) 
 

 
Club Meeting Poster 
It is highly advised to hang a poster outside of your classroom or meeting location as a way for 
potential members to easily identify your club location. Please include the club name, the meeting 
day, time and location, as well as the staff sponsor, club president(s), and contact information. This 
will be a great way to promote your club and help everyone find your meeting. 
Poster Policy  
The purpose the BHS posters or flyers are to publicize on campus, school sponsored events. They must 
contain appropriate language, be in good taste and follow the schools guidelines. All posters must be 
secured with blue painters tape and be pre-approved by your sponsor. Your sponsor signature and 
name of sponsor, printed clearly, must be visible on all posters. Posters without approval signatures 
will be taken down. 

 



 

 

● Posters are allowed on: classrooms and doors (with permission from teachers), courtyard pillars, 
bulletin boards, areas immediately adjacent to a bulletin board, and walls.  

● Posters are not allowed on: interior tiles, walls, glass surfaces/mirrors, other advertisements, 
benches, tables, walkways, ceilings, overhangs, or trees 

● All posters and tape must be removed one day after the advertised event.  
● Consequences for violating these policies may result in reduction of club points towards super club 

and/or revocation of poster privileges 
● All posters or flyers must have the sponsor's name on each piece so that in case of any issues or 

questions the sponsor can be contacted 
 

Website 
Does your club have a website? Do you want to share events or other videos on the Leadership 
website? Make sure to include your website address on the club registration form. Send any news or 
videos to the Director of Student Activities. e-mail: jvillavicencio@berkeley.net Please note: You may 
only use first name and last initial of any student you include on your website.  

 
Super Club 
To qualify, your club has to prove it has had activities during the year by turning in Club Minutes (when 
there is important business worth recording) and Club Attendance Records.  
● Towards the end of the year, there will be an application available for clubs that are interested in 

applying for the award on the student activity web page. Every club, whether community service 
or activity based, will have an equal chance.  

● The first through third place clubs will be announced and rewarded!  
 
Club Fair/Club Rush  
Club Fair and Club Rush are on the calendar at the beginning of every semester-September/October 
and January/February. The Club Fair will be one of the four days when clubs can distribute food and 
will set up tables on the campus green. The Club Rush will be a lunch-time only event with no food 
and is meant as an interaction to get new members to your club. Clubs who wish to participate in 
these events MUST follow these guidelines or not take part in the event: 
● Club Constitution/Information updates must be turned in and approved before the deadline. Any 

forms turned in before the deadline will not be accepted. 
● Clubs must sign up for a spot on the map before the deadline(if we decide to use a map). When the 

final draft of the map is done, no more requests will be accepted.  
● At the club president’s meeting, clubs based on alphabetical order (and required forms turned in) 

will be called up to find a spot on the map and reserve it.  
● Clubs must follow the map that they signed up for and not disrespect other clubs by taking their 

spots. Clubs who do not follow this WILL be asked to move. 
On the day of Club Rush/Club Fair, please remember these main points:  
● Tables will be provided by the school, but must be set up by each club.  
● No food must be handed out unless it is approved by the Director of Student Activities. Please 

inform the club commissioners if it is approved so there are no misunderstandings.  
● It is recommended to make small flyers and posters to grab attention. 
● If playing music, please play the music at volume that is reasonable for listeners in the general 

“bubble” around your table.  
● Before leaving, please pick up any trash/paper and return any borrowed tables/chairs. 
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Club Activities on Campus  
If your club is interested in holding any event outside the school day at BHS you must follow the 
guidelines below. The below guidelines are MANDATORY. Not following these steps by the required 
deadlines may result in a cancellation of your event. 
 

● All activities may be  temporarily placed on the calendar until facility and activities request forms are 
submitted. This paperwork must be submitted at least 1 month prior to the scheduled event.  

● For all club events planning on drawing more than 200+ attendees the club should schedule their 
event at the calendar meeting the year before. Talk to the Director of Student Activities before the 
school year ends.  

● For clubs that did not exist the previous year, the club should complete an Activities Request Planning 
form at least 1 month before the event and turn it into Mr. Villavicencio for approval from both the 
ASB and the administration. It is the responsibility of each club and club sponsor to check the 
availability of the desired date and facility with in the main office. (Note: the activity/event must be 
approved before it will be placed on the school calendar and before facilities can be reserved.) 

● Events that bring in a large crowd may require safety officers, other security and/or custodians. If 
your event requires this extra security or custodial work, your club may be responsible for arranging 
and paying the cost. 

 
Club Activities off Campus  
For off campus events, the club sponsor must complete a Field Trip Request packet at least 15 days 
before the event (available in the Main Office or by email) and turn it into their administrator for 
approval. All clubs activities off campus should complete an Activities Request Form and turn it into 
Mr. Villavicencio at least 1 month before the event.  

 
There are additional requirements for overnight trips. Some of these requirements include, but are not 
limited to:  

● A list of students’ names who are attending must be faxed to the district along with the 
insurance payment. 

● Approval from the School Board of the Berkeley Unified School District (BUSD).  
● Six weeks advanced notice. 
● For the complete list of requirements, please reference the Field Trip Request packet. 
● Any clubs activities/event which takes place off campus must be directly supervised by the 

club sponsor or another member of BHS. 
● All drivers to and from a club sponsored event must first complete a “Declaration of 

Parents/Volunteer Driver of BUSD Students” form and turn it into their administrator for 
approval. This form can be found in the Field Trip Request packet. 

Berkeley High School Field Trip Guidelines & Procedures 
Anytime you go off campus with students from Berkeley High School, you are on a field trip. This is true on 

weekends, During vacations,!and of course during the school day. All field trips require permission from a Vice 

Principal or the Principal at least 15 SCHOOL DAYS prior to the Field Trip. 
  

STEP 1 Research and Prepare  
STEP 2 Submit the field trip request to your administrator at least 15 SCHOOL DAYS in advance of the 
trip. The Field trip request will be returned to you with APPROVAL or DENIAL within 5 SCHOOL DAYS. 
IF DENIED* Teacher may resubmit the field trip request with corrections. *Teacher will be notified by email 



IF APPROVED* Field Trip is entered on Field Trip Master Calendar by administration. *Teacher will be 

notified by email  
STEP 3 Set up accounts in D178 or with Rhonda Jefferson to deposit funds for the field trip 
STEP 4 Hand out permission slips at least 10 SCHOOL DAYS prior to the trip 
STEP 5 Collect the signed permission slips at least 5 SCHOOL DAYS prior to the field trip  
STEP 6 On the day of your field trip print your class rosters and highlight any student not going on the 
trip. Take the class rosters and permission slips with you on the field trip. 
 
NOTE: Friday Field trips are strongly discouraged and generally not approved. Please make every 
effort to schedule your field trip Monday through Thursday. In the rare circumstance where a field trip 
can only be scheduled on a Friday, the field trip must be approved by the administrative team. 

● No field trips will be permitted during Dead Week (the week before final exams), Finals Week, 
and state testing. 

● Students who leave school to participate in athletic events do not follow the general field trip 
guidelines. For questions about athletic field trip, please contact the Athletic Director. 

● Any exceptions to the field trip policy must be approved by the administrative team.  
 
IMPORTANT THINGS TO KNOW ABOUT FIELD TRIPS 
1) There is no additional general funding for field trips. You must fundraise and/or have students pay 

for any costs associated with a field trip. These costs include:  
2) a) Entrance or ticket fees 
b) Transportation fees. 
 
3)  The Development group will no longer collect or process funds for field trips. All funds collected for 
field trips must go through the Associated Student Body (ASB) Accountant in D178. You CANNOT keep 
field trip funds yourself and all vendors should be paid by checks from the ASB Accountant. 
 
4) When on a field trip students must be supervised at all times by an approved chaperone. 
 
STEPS TO PREPARE FOR A FIELD TRIP  
Step 1 Research and Prepare 

a) Look into what your field trip will cost and decide on funding. 
b) Look at the field trip calendar and select a date for your field trip. Have at least one 
alternate date in mind. 
c) DO NOT make reservations for the field trip until you have administrative approval 

 
Step 2 Fill out Field trip Request  

a) Complete all parts of the Field Trip Form including the areas relating to funding, educational 
purpose, and who will be responsible for students who will not go on the trip. 
b)  Submit the field trip request to your administrator at least 15 SCHOOL DAYS in advance of 
the trip. 
c)  The Field trip request will be returned to you with APPROVAL or DENIAL within 5 SCHOOL 
DAYS. Reasons for denial include: the trip is submitted less than 15 school days before the date 
of the trip, no funding, no educational purpose, conflict with the date of the field trip,etc. 

 
Step 3–Collect and Deposit Funds into Student Body Accounts: 



1)  Collect monies for the field trips. Checks can be made payable to BHS and the SLC or 
Department. For example, Berkeley High School African American Studies Dept.  
2)  Deposit funds in Student Body Accounts  in D178. To deposit funds fill out a Cash Receipts 
and Deposit Slip in the  Student Body Accounting office. The funds will be deposit into the bank 
and posted to an SLC or Department Student Body Account. To request funds from your Student 
Body Account submit an invoice and requisition to Bobbye Reed in the Student Body Accounting 
Office. Requisitions are available in D178. Complete the requisition and have your team leader 
and administrator sign it. A check to the vendor will be cut within 24-48 hours.  
Note: A 10% surcharge will not be assessed to any funds deposited for field trips. 

 
Step 4– Hand out Permission Slips  

a)  Make copies of the permission slip and give it to all students 10 SCHOOL DAYS prior to trip.  
b)  Collect the completed permission slips at least 5 SCHOOL DAYS before the event. Make sure 
the parent, student, and teachers have all signed the permission slip and the emergency 
contact information is complete.  

 
Note: Keep in mind that teachers have the right to refuse to sign. Reasons may include: student is 
doing poorly in class  or has excessive absences. You cannot penalize the student for not being able to 
go on the field trip. It is reasonable to  have a discussion with the teacher if this field trip is extremely 
important, but you have to respect their right to say no. 

 
Step 5 – Day of the Field Trip  

a)  Leave a detailed lesson plan for the substitute and students not going on the field trip. If 
you are sharing a substitute with another teacher in form to the administrative custodial.  
b)   Take a copy of your class rosters and permission slips with you on the field trip. To print 
student rosters go to: PowerTeacher > Go to Gradebook > Launch Gradebook > Go to Reports > 
select the option for students' name and ID numbers > Submit > Print  
c)   Cross out Or highlight the names of students who were absent on day of field trip on your 
roster and submit your class rosters and permission slips to the attendance office within 24 
hours of your return. 

 
Please contact your administrator or the Director of Student Activities if you would like to receive a 
copy of forms not included in the club handbook such as  the field trip permission slip, request for 
approval of field trip form, overnight field trip guidelines, private vehicle request form, private 

vehicle notification form, etc. 
 
 
 

 
 
 
 
 
 
 
 



 
Student Organization/Club Registration Form  

Berkeley High School – Academic Year 2016-17 

***PLEASE TAKE THE TIME TO PRINT CLEARLY AND CAREFULLY*** 
 Submit to the Director of Student Activities in the Leadership Office 

Club/Organization Name: ____________________________________________________________________________ 

Meeting Day(s) and Time:                ____________________________________________________________________________ 

Meeting Location/Room #: ____________________________________________________________________________ 

Faculty Sponsor* (print name): ____________________________________________________________________________ 

Website address (if any):                ____________________________________________________________________________ 

Affiliations with other, umbrella or outside organizations (if any):_________________________________________ 

Student Representative Contact Information 
(for the purpose of club leadership/representation at meetings OR at least two people who can be contacted for information) 

  Student Representative #1 Student Representative #2 

Name     

Email   

Cell phone     

Describe your club’s mission in TWO SENTENCES or less.  
The mission of our club is to… 
  
 

Memorandum of Understanding between the Associated Student Body 
and the proposed club/organization 

Your application will be approved or not approved by a majority vote of the ASB officers in their next meeting following 
submission of this completed form.  To confirm the decision club/organization representatives should contact the Director of 
Student Activities. 
Upon approval . . . 
*the faculty sponsor agrees to take responsibility for the supervision of students at club/organization activities. 

● The club/organization submits a Club Constitution that outlines the structure of the club and the process for 
membership. 

● the club/organization can conduct events only with approval of the Director of Student Activities.  Forms for use of 
campus spaces are now available online. 

● the club/organization is required to create an account with the BHS Bookkeeper for any deposits and savings.  
● the club/organization is required to send representatives to meetings where their presence is called upon by the ASB 

Chief of Clubs and Organizations or the Director of Student Activities.  
● the members of the club/organization must operate within school rules, district guidelines, and the state 

educational code.  Any violation can result in suspension or revocation of the club/organization registration and 
activities. 

  
Student representative signature:_________________________________________  Date: __________ 

 
Faculty sponsor signature:           _________________________________________  Date: __________ 
 
 



 
Berkeley High School ASB Constitution and Bylaws for  

Submit to the Director of Student Activities in the Leadership Office 
 

(CLUB NAME)  _____________________________________  

Article 1 – Name, Purpose, and Authority 

The name of the organization will be “___________________________” of Berkeley High School.  This 
organization will ______________________________________________________________________ 

as directly approved by the Associated Student Body Leadership and indirectly by the school principal 
and the governing board of the Berkeley Unified School District. 

Article II – Membership 

All students enrolled in the Berkeley High School are eligible for membership.  A current roster of 
members will be available upon request. 

(Define the general requirements highly encouraged for membership. Some examples may include a 
time commitment, attendance at meetings, or GPA. Clubs are meant to be inclusive NOT exclusive and, 
therefore, are NOT allowed to discriminate based on gender, race, ethnicity, religion, etc. If no 
qualifications are required, please state “all BHS students are welcome to attend and become a 
member of the club.” This is where you explicitly describe the process for how someone joins your 
club.) 

Article III – Meetings and Activities 

Meetings will be held on _____________(day)  at _____________ (time)  in _______ (location)  unless a 
special meeting is called.  (Include any activities that are planned.) 

Article IV – Club Officers (Each club should have at least one “president”, so please describe the leadership 
structure of the club if it differs from the traditional model listed below.) 

The club officers shall consist of the following: 

● President: 
● Vice-President: 
● Treasurer: 
● Secretary: 

Article V – Duties  (sample officer duties) 

The Club President will have the following duties: 

● To preside over meeting of the club 
● To call special meetings of the club 
● To plan and prepare an agenda for the club meetings 

 
The Club Vice-President will have the following duties: 

● To serve as the club President if the president becomes unable to fulfill his/her duties either temporarily 
of permanently 



● To support the club President 

Article V – Duties continued… 

The Club Treasurer will have the following duties: 

● To maintain complete and accurate record of all club receipts and disbursements 
● To oversee club fund-raising efforts 
● To supervise the preparation of the club budget 

The Club Secretary will have the following duties: 

● To maintain accurate minutes of each club meeting 
● To carry out all correspondence for the club 

Article VI – Elections / Succession Plan 

The club will hold the election of officers once a year. The voting will take place by secret ballot. This is 
where you describe how your club plans to continue from year to year. 

Article VII – Removal of Officers 

At times, differences arise within a club or egregious mistakes may be made by officers or even presidents. 
(Please describe how the club will remove officers who act out of order with above guidelines.) 

Article VIII – Fundraising 

(Please state whether or not your club will raise funds, possible fundraising methods, and plans for the funds.) 

Article IV– Amendment 

A two-thirds (or simple, you decide) majority vote of the members in attendance is required to amend 
this club constitution. 

We approve this constitution for ___________________ (Club Name)  for the __________  school year. 
 

 
Faculty Club Sponsor                  Club President  Activity Director 
 

 
phone phone  

 
 

email email  

 
 

 
 
 
 
 
 
 



 
Berkeley High School Activity Planning Form  

This document is used for planning purposes only with the Director of Student Activities in the Leadership Office 
and does not guarantee that your event will be approved.  
All internal Theater and Facility requests are made using an online form that is accessible only by your faculty 
sponsor. Please complete the online form at least one month prior to your event for any theater request and two 
weeks prior to your event for any facility request. 

 
Date:______________ 
 
Name of Organization:_________________________________________________________________  
 
Description of the activity:______________________________________________________________  
 
_______________________________________________________________________  
 
Activity Date:__________________________ Activity Hours:_____________________________ Activity  
 
Location:__________________ Prices to be charged:_________________________  
 
State the purpose of this activity:_________________________________________________________  
 
_________________________________________________________________________________________________ 
 
_________________________________________________________________________  
 
Day of, staff supervisor (Please print and sign):_______________________________________________  
 
Please indicate if any additional services are required i.e. security, extra custodial:__________________ 

 
*Please note that if audio services are required after regular school hours, a fee may be required. Please consult 
with Activities if needed. 
 
*Note*: Please note that a facility request is required to be completed and turned in with this form. 

 
____ Check here to indicate that your event is also a fundraiser. If this is the case please also be sure to attach a 
completed “revenue potential form” which you can find in this club handbook. 
 
Signatures: 

 

Club President Faculty sponsor  
 
-------------------------------------------------------------------------------------------------------------------------------  
 
APPROVED____________ NOT APPROVED_____________DATE_______________________ 
 

ASB President Activities Director Administrator 
 

 



 
Berkeley High School Facilities Planning Form  

This form is for planning purposes only with the Director of Student Activities in the Leadership Office. 
The online facility request form must be completed two weeks prior to your event.  

 
Sponsoring Club __________________________________Name of Staff Sponsor__________________________  
 
Day of Event Supervisor ______________________________Anticipated Attendance ______________________ 
 
On the following DATE(S): _______________________________________________________________ 
 
Purpose: _____________________________________________________________________________ 
 
To Use:  

C Bldg Gallery______ Campus Green______ 
CCC______ Conf Room B______ 
Donahue Gym______ Food Court______ 
Jacket Gym______ Library - only after 4:30pm______ 
PD Office - C323______ Other______ 
All theater spaces are reserved through an online internal theater request form with the Theater 
Manager  

 
 
Set-up Time: _____________________________________________ 
 
Event Time: Begin _____________________ End ___________________________  
 
Clean-up Time:_________________________________________ 

 
Food will be prepared: Yes_______ Food will be served: Yes________ No ____________ 

 
Equipment Desired (please check): 

 
PA System _____ 
Lectern _____ 
8-foot tables & Chairs_____ List Quantity of Tables & Chairs ______ 
Video Projector_____ 
Portable sound system (fee) _____ 
Other_____ 

 
I have made arrangements with ___________________________ to provide the sound services. Any music played 
should be screened for explicit language and appropriateness at the school function. Editing software such as 
Audacity can help scrub out profanity, etc. 

 
Please consider making a drawing of your desired set-up for the custodial staff or indicate if no set-up is 
required. Theater or facilities requests are completed online and reviewed by the Facility Manager or Theater 
Manager for approval. In the case of room or facility use, please make sure to restore the room to its original 
order. 
 

This form is for planning purposes only  
 
  



 
Berkeley High School ASB Budget Worksheet  
Submit to the Director of Student Activities in the Leadership Office 

 
Club/Sport/Class  ________________________ Account Number _____________ Year _________ 
 

Name of Fundraising 
Event/Activity/Transfer 

$’s you plan 
or 
hope to raise 

Description of Expenditures $’s to be 
spent 

1.  1.  

2.  2.  

3.  3.  

4.  4.  

5.  5.  

6.  6.  

7.  7.  

8.  8.  

9.  9.  

10.  10.  

 
Total Estimate $’s Raised: _________________ Total Estimated Expenditures: ________________ 

 
 

Total Estimated 
Carryover from (   -   ) 
Year 

Total Estimated deposits 
from above 

Total Estimated Expenses 
from above 

Final Estimate for (   -   ) 
Year 

    

 
 

Club/Sport/Class Advisor Approval __________________________ Date ____________  
 
Club/Sport/Class Treasurer Approval _________________________ Date ____________  
 
 
 
 
 
 



 
Berkeley High School ASB Request to Carry Over Excess Ending Balances  

Submit to the Director of Student Activities in the Leadership Office 
Fiscal Year _________  
 
The following organization requests approval to carry over an amount in excess of the district’s 20 
percent of expenditures limit. Reserves should be between 10%-20% of budgeted annual revenue. 
 
Club/Sport/Class  ________________________ Account Number _____________ 
 
Club Advisor _____________________________ Date ____________  
 
Calculation of Excess Carryover 
 

A. Prior year reserve balance: $_____________________________________ 
 

B. 20 percent of annual budgeted revenue: ___________________________ 
 

C. Amount of excess carryover (A minus B): $__________________________ 
 
(If Line A is less than Line B, there is no excess carryover. The form does not need to be turned in to 
the ASB Leadership office) 
 
Explanation: Attach a written explanation of how this club/account will decrease the excess carryover 
to an amount that the 20% maximum allowed.  
 
 
Please sign and date for each person below: 
 
Report prepared by club representative: __________________________________ 
 
Report reviewed by club advisor: ________________________________________ 
 
Approved by principal/site administrator: _________________________________ 
 
Presented and record in ASB minutes: ____________________________________ 
 
Approved by ASB bookkeeper: __________________________________________ 
 
 
 
 
 
 
 

 
 



 
Berkeley High School Revenue Potential – Fundraising Recap  

Submit to the Director of Student Activities in the Leadership Office 
 

Date ____________ Club ____________________________ 
Project __________________________ 

 
Record this information and receive approval PRIOR to beginning of Activity: 

 
Purchase Cost__________ Expected Income __________  
# of items __________ or Explain _______________________ 
Selling Price __________ _______________________ 
Potential Income__________ _______________________  

 
Chief of Clubs Approval ______________ Director of Student Activities Approval ______________  

 
DURING and AFTER the activity, RECORD the monies collected:  
 
_______ sold @ $________ = $__________ Receipt #__________ 
 
_______ sold @ $________ = $__________ Receipt #__________ 
 
_______ sold @ $________ = $__________ Receipt #__________ 
 
_______ sold @ $________ = $__________ Receipt #__________ 
 
Total Collected $________ less Potential $________ = Difference $________ 

 
Explain difference if any (i.e., remaining inventory, gratis, stolen items):  
 
___________________________________________________________________________  
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 

 
NET PROFIT RECAP: 
 
$ Collected _________ less Expenses $_________ = Net Profit $__________ 

 

 
 
 
 
 



 
Berkeley High School Request for Sound  
Submit to the Director of Student Activities in the Leadership Office 

 

*Please make sure you fill out this form completely and submit it two weeks prior to your event. 
 

-ASB Executive Leadership Team will act on the request and forward it to the administration for approval 
 

Fee: $10.00/hour (lunch or after school hours, which will cover equipment maintenance) 
 

Club/Organization: _______________________ 
Date/s of Event: _________________________ 
Proposed Event: __________________________________________________________________  
Description: ______________________________________________________________________  
Set-up Time:________________________ 
Event time: Begin ________ End _________ 
Clean-up Time: ____________________ 
Location of Event: (please check) 
 
Courtyard _____ 
Athletic Fields_____ 
Gymnasium_____ 
Cafeteria_____ 
Library_____ 
BCT Steps_____ 
Campus Green_____ 
Other_____  
 
Equipment Desired: (please specify if 1 or 2 microphones) 

 
___ Aux. Cable (if music cable is needed)  
 
____ Large Portable Speakers (includes Aux Cable, 40-foot extension cord, non-wireless microphone)  
 
____ Megaphone 

 
Club/Organization sponsor signature ______________________________ 

 
ASB Activities Director signature _________________________________ 

 
ASB Administrator signature ___________________________ *make sure to obtain all 3 signatures or sound will 
not be provided 

 
ASB use only: Approved_______________ Not Approved _______________ Pending Date_______________ 

 
 
    

     
 
 
 



 
Berkeley High School Sales Tally Sheet  

Submit to the Director of Student Activities in the Leadership Office 
 
Name of Club: _________________________________________________________  

 
Fundraiser ________________________________Date of Fundraiser _____________________________ 

(A) Items Sold (B) Tally Marks (C) Total Tally Marks (D) Price (E) Total  

   $ $ 

   $ $ 

   $ $ 

   $ $ 

   $ $ 

     

   (F) Grand 
Total 

$ 

   (G) Cash 
Receipts 

$ 

   (H) Difference $ 

(A) Description of each item being sold 
(B) Tally marks made, one mark for each item sold 
(C) Number of tally marks for that item 
(D) Individual item sales price 
(E) Total of (C) multiplied by (D) 
(F) Grand total—sum of all extended values in (E) 
(G) Cash receipts—cash count of total cash from sales, less any start up cash  
(H) Difference—if (F) does not equal (G), this is the difference between the two  
Do not “force” the balance on this sheet. If there is an out of balance, it should be researched and resolved. 

 
Report prepared by: _________________________________________________________________ 

Signature, Title and Date 
 
Club Advisor: _______________________________________________________________________ 

Signature, Title and Date  
 
Site Administrator or Designee: ________________________________________________________ 

Signature, Title and Date 
 
Presented to ASB on: ________________________________________ 

Date  
 



 
Berkeley High School Club Meeting Minutes  
Submit to the Director of Student Activities in the Leadership Office 

 

Name of Club:____________________________________________________________________ 
Meeting Date/Time: _______________/_____________ Location:_________________________ 
# of Members In Attendance:______________________ Called to Order By:_________________ 
The minutes from the previous meeting held __________________ were read and approved.  
 
Record/Attach Agenda Below: 
 
 
 
 

 

Berkeley High School Club Meeting Minutes  
Submit to the Director of Student Activities in the Leadership Office 

 

Name of Club:____________________________________________________________________ 
Meeting Date/Time: _______________/_____________ Location:_________________________ 
# of Members In Attendance:______________________ Called to Order By:_________________ 
The minutes from the previous meeting held __________________ were read and approved.  
 
Record/Attach Agenda Below: 
 
 
 
 
 

Berkeley High School Club Meeting Minutes  
Submit to the Director of Student Activities in the Leadership Office 

 

Name of Club:____________________________________________________________________ 
Meeting Date/Time: _______________/_____________ Location:_________________________ 
# of Members In Attendance:______________________ Called to Order By:_________________ 
The minutes from the previous meeting held __________________ were read and approved.  
 
Record/Attach Agenda Below: 

 
 

 
 
 
 



 
Berkeley High School Club/Organization Money Request Form  

Submit to the ASB Accountant in D173 along with a requisition form and original receipts/invoice. 
 
Meeting Place ____________________________________________________________ 
 
Date______________________________ 
 
Time______________________________ 
 
Club/Organization___________________________________________________________ 
 
Account Number________________________ 
 
Total number of members attending the meeting_______________ 
 
Number of guests attending the meeting_______________ 
 
Motion: ________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Motion made by  _______________________________________________________________ 

Print name 

 
Motion Seconded by ____________________________________________________________  

Print name 

 
Number of Yes votes _______________ 
 
Number of No votes _______________ 
 
Number of Absentee votes _______________ 
 
Club President/Chairperson ________________________________________ 

signature 

 
Club Sponsor ________________________________________ 

Signature  
 



 
Berkeley High School Student Daily Bulletin  

Submit to the Director of Student Activities or to the main office where the bulletin is read ONE DAY ahead of the first date. 
 

READ THIS FIRST:  
Use this form if you are requesting an announcement be made during the morning bulletin that is broadcast through the 

school public address system and you want it placed in the written bulletin that is available to staff, students, and parents 
each day. 

  
If you want information sent to subscribers on e-Tree, please submit the information electronically to Mr. V in 

the Leadership Office. johnvillavicencio@berkeley.net 
  

Your announcement must meet ONE of the following requirements for it to be read over the school 
public address system:  

·       It must be relevant to roughly 100 or more students or staff members. 
·       It must be substantive in nature: A message that promotes constructive behavior or sense of community. 

  
  
1. Specify the first date for the announcement to be read:     ________________ 
  
2. Specify the last date for the announcement to be read: _______________ 
  
 
3. Write your announcement in CLEAR PRINTED LETTERS within 2-3 complete sentences: 
  
__________________________________________________________________________________________ 

 

__________________________________________________________________________________________ 

 

__________________________________________________________________________________________ 

 

__________________________________________________________________________________________ 

 

4. Have a teacher review the announcement for spelling, grammar, and appropriateness.  

  

 

TEACHER NAME _________________________ TEACHER SIGNATURE _______________________________ 

  

5. Print clearly your name and provide a cellphone number so we can contact you with any questions. 

 

 

YOUR NAME ____________________________ YOUR CELLPHONE # ________________________________ 

 

Thanks for your announcement!   - Shay’la Smith & Elijah Liedeker ASB Chiefs of Publicity 


